


[image: ]




HEREFORDSHIRE, LUDLOW & NORTH SHROPSHIRE COLLEGE
Job Description


ADULT & COMMUNITY LEARNING ADMINISTRATOR


	
FACULTY			Faculty of Community Studies 		

RESPONSIBLE TO		Vice Principal


JOB PURPOSE

To provide the administrative and customer service support required to ensure that the College’s Adult & Community Learning provision is effectively planned, marketed and administered to ensure the effective delivery of a full range of recreational courses.

The post-holder will be based at our Hereford campus.

HLNSC is committed to safeguarding and promotes the welfare of all learners and expects all staff to share this commitment.


MAIN DUTIES AND RESPONSIBILITIES


A flexible approach to the job is required as the duties and responsibilities may vary within the scope of the post.

· To be a first point of contact for ACL course enquiries and for ACL tutors, responding to requests for information both verbally and in writing
· To provide general initial advice & guidance to customers and potential students on the most appropriate course to meet their needs, signposting to appropriate provision.
· To maintain regular communications with ACL tutors regarding ACL enrolment numbers, room bookings and resources required.
· To ensure that all ACL tutors are aware of and comply with College quality, Health & Safety and Safeguarding requirements, to include the accurate marking of registers, facilitation of the Student Survey, staff appraisal, mandatory staff development etc.
· To complete ACL tutor hourly-paid contracts for each course and submit for authorisation
· To ensure all achievements and withdrawals are processed accurately and in a timely fashion.
· To meet with the Assistant Principal on a regular basis and report on all matters relating to ACL provision.  To aid the Assistant Principal in agreeing the ACL course offer and enrolment targets
· To ensure that marketing information relating to the ACL provision is accurate and updated as necessary.
· To develop and maintain organisational and administrative systems that are required for the smooth running of ACL provision, maintaining accurate records and filing systems
· To work with the Faculty Administrator in producing accurate timetables and making suitable room bookings and to assist ACL delivery staff in the upkeep of accurate attendance registers, using the College’s Time-tabling and Register Systems 

· To use the college’s MIS system (EBS) to retrieve information and data on learner and curriculum records, as requested
· To receive, check, quality control and log all enrolment paperwork prior to submission to the MIS team, ensuring compliance with college audit requirements and liaising with ACL delivery staff and college MIS staff to address and resolve any issues arising
· To receive, check, quality control and log all achievement claims / certification paperwork prior to submission to the MIS team, ensuring compliance with college audit requirements and liaising with ACL delivery staff and college MIS staff to address and resolve any issues arising
· To assist in the collation of files and other evidence for internal and external quality audits

Other Duties

· To cover other administrative functions within the College in the event of absences
· To comply with the college’s safeguarding, health & safety, equality & diversity and data protection procedures and policies
· To undertake staff development or CPD activities as identified by the College
· Participation in the College’s staff appraisal scheme
· To undertake First Aid training and undertake role as College First Aider 
· To attend and contribute to course team meetings and departmental team meetings where applicable
· Any other duties as reasonably requested by the College



PERSON SPECIFICATION

Essential

· Relevant experience of working within a customer facing administrative role 
· Background and relevant experience of working with a range of customers to provide information, advice & guidance
· GCSEs in English and Maths at Grade C/4 or above
· Recognised qualification at Level 2 or above in a relevant discipline
· Excellent organisational skills, good attention to detail and an ability to work on own initiative and under pressure
· Good interpersonal and customer service skills
· Good core IT skills including the ability to work with email systems, database systems, internet and Microsoft Office packages including Excel and Word

Desirable

· A relevant Customer Service or IAG qualification (or willingness to achieve)
· Relevant experience of providing administrative and customer service support within an educational setting
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